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Job title: 	 	PCR Facilitator / Annual Review Coordinator  			
Job ref: 	 	XS8.4a
School: 		Beaucroft Foundation School
Grade: 	 	Dorset Grade 7 
Reports to: 	 	Headteacher 

Purpose of the role
To lead Person Centred Review (PCR) meetings across the school and coordinate the preparation, recording and completion of the associated paperwork.
Key responsibilities
Before the meeting
Prepare PCR paperwork using the most up-to-date Education, Health and Care Plan (EHCP) outcomes, contact details and details of those to be invited.
Liaise with the class teacher about the paperwork and confirm that the appropriate people are invited.
Liaise with the school office to arrange invitations and ensure paperwork is provided two weeks before the meeting.
Set up the meeting room and organise refreshments.
During the meeting
Lead the meeting in accordance with PCR procedures.
Record the agreed outcomes and complete the action plan during the meeting.
Prepare transition referrals for Year 9 pupils only.
Tidy the room at the end of the meeting.
After the meeting
Complete any outstanding paperwork, including transition referrals for Year 9 pupils only, that could not be completed during the meeting.
Share the completed paperwork with the class teacher.
Share the final paperwork with the school office.


Annual work pattern
The autumn term is the busiest period for review meetings. Use the summer term to prepare as much paperwork as possible for the following autumn.
Fewer meetings take place during the spring and summer terms. Use available time to prepare paperwork for upcoming reviews and, on quieter days, assist the school office with administrative tasks such as scanning archives.
Annual schedule
Autumn reviews cover Years 11, 12, 13 and 14, together with any other pupils who require an autumn term meeting, up to a maximum of 100 reviews.
	Term
	Timing
	Responsibilities

	Autumn
	Weeks 1 to 3
	Prepare paperwork for autumn PCR meetings.

	Autumn
	Week 4 to week 14 or 15
	Complete eight reviews per week and continue preparing for upcoming meetings.

	Spring
	Weeks 1 and 2
	Prepare paperwork for PCR meetings.

	Spring
	Week 3 to week 12 or 13
	Complete six reviews per week and continue preparing for upcoming meetings.

	Summer
	Weeks 1 and 2
	Prepare paperwork for PCR meetings.

	Summer
	Week 3 to week 9 or 10
	Complete six reviews per week and continue preparing for upcoming meetings.

	Summer
	Week 11 to week 12 or 13
	Prepare for autumn term meetings.
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